
Clarity New Interface 
Workflow Training



Q&A

To better organize questions the HMIS Help Desk receives during the training, our team recommends 
that you submit your questions through the Q&A option. 

We request that you keep your questions general and related to the topics discussed in the training.

Agency specific questions is best supported through a HMIS Help Desk ticket submission, so our Team 
is able to further investigate and provide assistance for your request. 



Agenda
1. Creating a Client Profile
2. Household Management
3. Program Enrollments 
4. Notes
5. Services
6. History Tab
7. Program Exits
8. Enroll Client into CES Project
9. Upload CES Documentation

10. Send Referral to Community Queues
11. Keep a Client Active on Community Queues
12. Bed Reservation Workflow
13. Add Housing Opportunities 
14. Review Pending Referrals 
15. Exit Client from CES Enrollment

Meeting materials and recording will be available on the OC HMIS website

*Some functionality is still being updated for 
the new interface and we have escalated a few 
issues to our vendor as bug fixes.

https://ochmis.org/meetings/user-meeting-minutes/


Client Profile Search
Prior to creating a new client, we must first search to see 
if the client is already in the OC Clarity system. You may 
search using a client’s:

● Partial or full UID (Unique Identifier)
● First name or last name (full or min first 3 letters)
● Full Social Security Number or last 4 digits
● Date of Birth
● Birth Year
● Client ID

A list of recently viewed clients can be found below the 
search bar for quick access. 

https://ochmis-211oc.happyfox.com/kb/article/93-searching-for-a-client-record/
https://ochmis-211oc.happyfox.com/kb/article/93-searching-for-a-client-record/


Client Profile Creation
If an existing client profile is not found, a new 
client profile can be created on the client search 
window by selecting the Add (+) icon. 

A window will appear where you’ll record info 
about the client including Universal Data 
Elements (UDEs) and some privacy preferences:

● Name
● SSN
● DOB
● Race and Ethnicity
● Veteran Status
● ROI Permission

https://ochmis-211oc.happyfox.com/kb/article/121-adding-client-profiles-to-hmis/
https://ochmis-211oc.happyfox.com/kb/article/121-adding-client-profiles-to-hmis/
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Client Household - Adding Members
In the client record, the client household tab displays the 
following household information:

● Current household members: Active members of 
the client’s household

● Former household members: Previous members 
of the client’s household

● Previous household history: Prior households the 
client was a member in

Users can add new members to the household by 
selecting the Add (+) icon. New household members can 
be added by:

● Quick add from recently viewed clients
● Client search of existing client records
● Add new client record



Program Entry/Enrollments
To enter a client in a program:

1. Select the desired project from the list of 
projects available under the agency, click Next.

2. Select members from the client’s Global 
Household to the project enrollment by 
toggling the button next to their name, click 
Next.

3. Complete the enrollment screen for each client 
joining the project, click Save and Complete.

Once the entry information has been completed for 
each member, their enrollment will appear under 
their client record. 

https://ochmis-211oc.happyfox.com/kb/article/135-enrolling-clients-in-a-project/
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Notes
To enter an enrollment-level note: 

1. Under Programs, select the desired program from 
the lists available under the agency, navigate to 
the Notes tab on the right. Click Add. Enter in your 
note information.
a. This includes: Title, Category, Date and time 

spent (if applicable). 

Case Notes (Notes): Case Notes should be used to 
track information regarding the client's enrollment.

Housing Notes (Provide Services): Housing Notes 
should be used for information related to housing the 
client. These notes will be shared with the CoC in order 
to streamline the housing process for the client and to 
coordinated care among multiple agencies.

https://ochmis-211oc.happyfox.com/kb/article/265-recording-case-notes-and-housing-notes-in-hmis/
https://ochmis-211oc.happyfox.com/kb/article/163-adding-services/


Services Tab
To add a service: 

1. Navigate to the program enrollment, then the 
Services tab to the right. Click Add. A list of 
available services will show up. Select the service, 
click Next. 

2. A list of available service items will appear, select 
the service item. Enter in the service information 
and click Save, then click Complete. 

https://ochmis-211oc.happyfox.com/kb/article/163-adding-services/
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History Tab
The History tab is the “central hub" of the client record. 

It includes a complete history of prior or active:

● Service Items
● Program Enrollments
● Referrals and Reservations 
● Assessments
● Coordinated Entry Events

Users can hover over any icons on the screen to 
prompt a tooltip containing information about the 
event.



Program Exits
To exit a client or household:

1. Navigate & select the Programs tab on the left. 

2. Select the Program you will exit the client from.

3. Navigate and select Exit.

4. Select household members (if applicable).

5. Enter in exit data for client(s)

6. Click Save and Next.

7. Select Complete.
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CES Workflow for Access Point
1. Enroll the client into the appropriate CES project 

2. Add a Current Living Situation Assessment (CLS)

3. Add 3rd party Homeless Verification Form and CES 
Authorization Form to the client record

4. Complete the CES Assessment

a. Bed Reservation Assessment if applicable 

5. Send Client to the Community Queue

a. Bed Reservation Queue if applicable 

6. Access Point complete CLS every 90 days or as needed 
to keep the client active

KB: Coordinated Entry System (CES) for Case Managers

Graphic by: https://storyset.com/online

https://ochmis-211oc.happyfox.com/kb/article/217-coordinated-entry-system-ces-for-case-managers/
https://storyset.com/online


CES Enrollment 
1. Switch over to County of Orange 

2. Select the appropriate CES projects from the list of 
projects available under the County of Orange, click 
Next.

a. Family CES - at least one minor child (ages 0-17), 
an expectant (pregnant) mother, or in the 
reunification process with minor child(ren)

b. Individual CES - Adult-only households

3. Complete the enrollment screen by filling out the entry 
screen data elements

4. Complete the Current Living Situation 

5. Click Save and Complete.



Upload CES Documentation 
1. Navigate to the Files tab from the Client Navigation 

Menu

2. Select the Add Icon (+)

3. Select Coordinated Entry Documentation, then select 
the appropriate file label and upload the CES doc

4. Click Save



Previewing Client Files 

1. Navigate to the Files tab from the 
Client Navigation Menu

2. Under Preview hover over the PDF 
icon 

3. Click Preview 

4. A pop window will appear with the file



Create a CES Assessment
1. Navigate to the Programs tab from the 

Client Navigation Menu and click on the CES 
enrollment

2. Select Assessments

3. Select the Add Icon (+)

4. Add the client’s housing preferences and list 
any accessibility needs

5. Click Save



Refer Client to Community Queue (CQ)
1. Under the client’s CES enrollment select Assessments 

then select Show more actions and select View 
Eligibility 

2. From the Community Queue Referral screen, select the 
Add Icon (+)

3. Select Coordinated Entry System

4. Click Save and Complete



Keep Client Active on the Community Queue (CQ)
While a household is on the Community Queue, their case 
manager should check in with them regularly. If a 
household is on the Community Queue for more than 90 
days with no activity, their referral will be automatically 
removed.

● Add an updated Current Living Situation 

● Complete a “Check In’

● Add a Note to the Head of Household's record

● Add a Coordinated Entry Event
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Bed Reservation Workflow for Access Points

Step 1: Ensure a 3rd party homeless verification is 
uploaded

Step 2: Complete the Bed Reservation Assessment

Step 3: Refer Head of Household to the Bed Reservation 
Queue

Step 4: Add Bed Reservation Service (ongoing)

Refer to the Adding Households to the Bed Reservation 
Queue Knowledge Base article for more information.

https://ochmis-211oc.happyfox.com/kb/article/356-adding-households-to-the-bed-reservation-community-queue/
https://ochmis-211oc.happyfox.com/kb/article/356-adding-households-to-the-bed-reservation-community-queue/


Complete the Bed Reservation Assessment

1. Navigate to the CES Program Enrollment 
from the Client Navigation Menu

2. Select Assessments

3. Select the Add Icon (+) next to Bed 
Reservation Assessment

4. Add the client’s shelter preferences and 
answer eligibility questions 

5. Click Save



Refer Client to Bed Reservation Queue
1. Under the Client’s CES Enrollment, select 

Assessments and then click on Show 
more actions and select View Eligibility 

2. From the Community Queue Referral 
screen, select the Add Icon (+)

● The referral is automatically assigned to 
the appropriate queue based on the 
completed assessment

3. Click Save and Complete



Add Bed Reservation Service Weekly to Keep Client Active
1. Navigate to the CES Program Enrollment from the 

Client Navigation Menu

2. Select Services

3. Select the Add Icon (+)

4. Select Bed Reservation Wait List and click Next

5. Select Needs Bed Reservation Assistance and click 
Next 

6. Click Save

NOTE: This service should be added weekly, before the 7th 
day to keep the client active on the Bed Reservation Queue.
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CES Workflow for Housing Provider
1. Add Housing Opportunities 

2. Review Pending Referrals 

3. Record a Referral Outcome

a. Send Referral Back to Community Queue if 
applicable 

b. Exit Household from CES Enrollment if applicable 

KB: Community Queue for Housing Agencies

Graphic by: https://storyset.com/online
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https://storyset.com/online


Add Housing Opportunities
Each housing agency is responsible for entering and 
updating any housing opportunities at their agency. This 
can be done by accessing the Availability tab on the 
Referrals page. Each agency must enter their project's 
housing opportunities in order to receive matches from 
either Community Queue. 

1. Select Program that has an housing opportunity

2. Include as much detail as possible for appropriate 
matches to the housing opportunity 

3. Add additional details in the Note textbox

4. Click Save and Complete



Review Pending Referrals 
Once a Matchmaker has matched a household to a housing 
opportunity, the housing provider must review the match 
and determine whether or not the household is eligible for 
the project. Agency Administrators will be notified via email 
when a household has been matched to a housing 
opportunity at the agency.

1. Navigate to the Referrals screen from the Primary 
Navigation Menu

2. Select Incoming Referrals

3. Select referred Client Referral to review additional 
details



Exiting Household from CES 
Once the housing provider has determined that the 
household is eligible for their project and the household has 
confirmed that they wish to be assisted by the project, the 
case manager should enroll the household into the agency's 
housing project.

Households referred to a housing opportunity through the 
Coordinated Entry System will also need to exit the 
household from the Coordinated Entry System project.

1. Enroll client into your agency’s PH program

2. Once household is housed, exit the household from 
CES enrollment to close out their CES participation. 
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September 2026 Clarity New Interface Survey

The HMIS Team invites users to complete our 
Clarity New Interface Office Hour Survey. The 
feedback from the survey is used to improve the 
content and quality of future webinars. 

We’d greatly appreciate any feedback.

Thank you!

Survey: https://forms.gle/GN4GzuVo9BPAmCtU9 

Graphic by: https://storyset.com/online
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Reminder: Please enter your agency name in the chat box for attendance

Training materials and recording will be available on the OC HMIS website

Q&A

https://ochmis.org/meetings/user-meeting-minutes/



